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8 . A N EAR RE OFFICE OF THE SECR ST
'APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFFICE OF THE secRETARY OF STATE |
= Ty : : RECORDS MANAGEMENT D IVISION

" INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward sugned'ohqmal 10

‘Department of Archives and History, Records Management Division, 330 Capitol Avenu; Atlanta, Georgia, 30334
Attention: Scheduling Section, , .

~

FOR AGENCY USE 1. Agency Address o FOR RECORDS MANAGEMENT USE

Application Date o . Department of Natural ReSOUTceS Application Number

270 Washington St., S.W., Room 701 Date Received s Compieted
N Atlanta, Georgia 30334 AUG 31 1978 | CT 18 1978
[ 2. Person to Contact ' '\:‘ - W:;rl_(mg Title ) T féié;ﬁ’o}“timﬁmbef' |

: | Application Number

- Office of Planning and Research ';r
Historic Preservation Section 8 2- 2' l

Kenneth H Thomas Jr. _ : Hlstorlcal Researcher (404) 656- -2840

{3, Action Flequested } SIS ML AvLS. A iy

| ¢._ 0O Amend Application No. : . Check One: [J Change; O3 Supercede; O Void ) ]
| 4. Dates of Series 5. Records Series Title {followed by title used in offfce, if different) _ : :
Earliest Latest
1976 | Ongoing Information and Awareness Subject'Flles
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

cultural sites to the National Register Program. Conducts information and awareness programs.

8. Monthly Reference Rate _ How often are recards referred 1o whlch are: . ' R
Onetosixmonthsold __ Seven to twelve monthsold —— .. _; " Thirteen to twenty-four months o!d :
twenty -five months and oder___ 7. .

3. @ Estaonsn Retention Schedule; rgcord will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation antrmpated'

The 0ffice of Plann;ng and Research Division of DNR conducts planning, coordination, and
research activities in support of natural resources programs; administers the Federal Land and
jater Conservation Fund, the National Register Program, and the Georgia Heritage Trust Prograw:
coord+nu+es the Georgia Special QOlympics Program; performs site specific planning; conducts

through the follow1ng programs:
preservation.

The Historic Preservation Sectlon prepares pollcy statements on all state-owned historic
sites, conducts historical research on all historic sites now owned by the state or proposed

recreation planning; resource plannln ; site plannlng, histori

archaeclogical, and architectural sites, administers the identification and nomination of

7. Record Series Description This file contains the following documents (inc/ude form numbers and titles, if any):

- Attach samples of the file. (#g .. onrlnufd % Coordinates historical societies
Ig)c:u:uments relatin activiti

ocumenting e %ucatlonal programs about the National Reglster conducted by the Historic
Preservation Section. :

Included are: 1. Committee files (i.e. committees attended by the Educatlonal Coordlnator)

News releases and original texrs of magazine or newsletter articles and radio programs; 3,
Material relating to the coordination of National Historic Preservation Week (annual file);
4. Slide show texts and speech texts used by office personnel; 5. Correspondence to and from
Educational Coordinator; 6. In-House educational programs for staff education; 7. Form letterg

for State and Local History and National Trust for Historic Preservation).

File is arranged: Alphabetically by'subject, theréafter, c@ronglogically.

Reference Material / Research Value

9. Annual Rate of Accumulatmn of Rerqrds

Letter s:ze drawers 1/2 Legal -size drawers

R Shelves — . :Other (&oeéify}

resources planning; provides assistance related to hlstorlc and archaeologlcal preservation; arc

brovides recreational technical assistance to local governments. These services are provided

ﬂ

for acquisition by the Georgia Heritage Trust program, completes county surveys for historical.|

file (i.e. answers for the general public); 8. Annual Awards Programs file (amerlcan Associatjo:

AR—-23~-71; Rav.76 -
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YES

NO | 10, Cuestionnaire  (Place an "X’ in the proper column)

1

a. lIs this the official copy of the series?
If not, where isit?

b. Does the series contain cghfidential information requiring security handling? 1 yes, cite law or regulation, A

c. s this a vital record? In part.

d, Does this series have historical or long term research value? ' !

X documents be scheduled sepa_gtelw

e. When one or two documents in the file make it necessary to keep the entire file for a long period, cou!d these T

f !s_the informatign contained in this series ever published? If yes. attach copy, Newsletters, some "'p_L_x_]_Dlication

vy

]

*1f ves, attach copy,

g. Isjl;ge y?ormati‘bn contained in this series ever analyzed and/or recorded in a summarized report? .

h. s there a duplication of this series in your office, or in another office or agency?
if ves, whera? -

i. s shis series {or a malor portion of it regularly microfilmed?

1.

|

> e

L 1. Does the record series result in a comouter printout?

Retention Requirements : . The following requires the series to be kept:

3

years,

a. State Law Z ‘ years. d. Audit period
b. Statute of limitation 0 .. years. e. Administrative need

Permanent  yvears.

c. Federal law ' 0 years, f. Federal retention instructions

H

Attach copy or excerpt of laws or regulations. Explain administrative need. -

years.

12.

Apocraved Disposition Instructions This agency recommends that the file series be cut off ar the end of each:

then,

O Calendar Year: 3 Fiscal Year; O Other

X Hold in the current files area
O Transfer to local holding area, hold

——month{s) ____ 3 ___ear(s); then
.year(s); then '

. 3 Transfer to State Records Center: hold —— e __Year(s); then o

O Destroy. :
@ Transfer to State Archives for permanent retention,
o Other (Spec;ry)

1

. -
.- o . - ) oy

These instructions apply to all prior and future accumulations of the series.

Agency Hezd/Cesianee (Signature) Date Records Management Officer (Signarure)

Recommendations in para- )
graph 12 are approved. State Auditor/Designee
(If disapproved, attach letter '

of explanation.) Secreta%/oesignee @ W M

00€| 77 M’%/AM

Stata Reco/ Committee (Signature)

AttornevVG;neraU Designee ﬁ 7 Mﬁﬂ
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